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VENDOR CUSTOMER AND MAINTENANCE

The Vendor Customer training guide will assist AFIS users to examine how to create and maintain
Vendor/Customer records and use the various tables within AFIS to store these records. Users will use
documents to create and modify Vendor/Customer records as well as review the tables that are updated
by these documents.

Guide Objectives

You will be able to create Vendor Customer records in AFIS based on the following scenarios after
completing this course.

= Create and modify Vendor/Customer records

= Look up vendor information in tables and documents

= Examine the structure of vendor and customer accounts in AFIS

= Examine the process of using a Miscellaneous Vendor/Customer account

= Research the updates made to the Vendor/Customer table by the Vendor/Customer Creation
document

= Review the customer account dispute process

= |dentify the vendor ACH/EFT data in the Vendor/Customer table

Vendors and Customers

Section Objectives

In this section, you will:

=  Examine the structure of vendor and customer accounts in AFIS

=  Examine the tables used to maintain vendor and customer accounts in AFIS

Section Overview

In order for the State of Arizona to conduct business with a specific vendor or customer, the vendor or
customer must be active and approved in the AFIS Vendor/Customer (VCUST) table. One person or
business entity may serve as both a vendor and a customer to the State of Arizona, and the
management of both types of records is done using Vendor/Customer Creation and Modification based
documents.
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In AFIS, the same tables and documents are used to manage both vendors and customers. AFIS supports
both centralized and decentralized maintenance of vendor and customer records. The key types of
information captured in the AFIS Vendor/Customer data model are:

= Legal name/DBA

= 1099 tax information

= Address information (Payment, Ordering, Billing, etc.)

= Default disbursement options

=  ACH information (vendor and address level)

=  Prevent new spending control by Department

= Business Type information
The creation of Vendor/Customer records on the Vendor/Customer table is done using the
Vendor/Customer Creation (VCC) based document codes listed below:

= VCCD1 - Vendor/Customer Creation — Agency Entry

= VCCIV1- Vendor/Customer Creation — Arizona Procurement Portal (APP)

=  VCCG1 - Vendor/Customer Creation — GAO

= VCCE1 - Vendor/Customer Creation — EFT
The modification of Vendor/Customer records on the Vendor/Customer table is done using the
Vendor/Customer Modification (VCM) based document codes listed below:

= VCMD1 - Vendor/Customer Modification — Agency Entry

=  VCMIV1 - Vendor/Customer Modification — APP

=  VCMG1 - Vendor/Customer Modification — GAO

=  VCME1 - Vendor/Customer Modification — EFT

For customer records, both the VCC and VCM based documents may be used to relate the record to a
Billing Profile, and/or to create a customer account. Billing Profiles are established by Departments on
the Billing Profile (BPRO) table. Departments may require multiple Billing Profiles, and a single customer
record may have multiple Billing Profiles associated with it either within a single Department and/or
across multiple Departments. If more than one billing profile needs to be associated with a customer
record, or the customer account information was not provided on the VCC or VCM documents, it is
possible to establish the customer account directly on the Customer Account (CACT) table, by inserting a
new record.

The Vendor/Customer (VCUST) table maintains information about all vendors and customers with whom
the State of Arizona does business. Users can search for records on the VCUST table to determine if a
specific Vendor/Customer has already been entered or needs to be created. The search results can be
narrowed down by entering as much search criteria as is known.
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Legal Name : | Last Name : | |

| Vendor Active 5tatus : I vl
| Customer Active Status : I Vl
| V55 Registered : I w

Alias/DBA :

I
VendoriCugtomer : |
I

Taxpayer ID Number :

Ok Clear Cancel

Users can search by:

= Legal Name — The name of the person or business entity
= Alias/DBA — Another name for the person or business entity

= Vendor/Customer — A unique identifier for the record, typically an alphanumeric or, for AHCCCS
vendors, numeric value

= Taxpayer ID Number — The EIN or SSN/ITIN/ATIN number for the record
= Last Name — If the record belongs to an Individual it can be identified using their name
= Vendor Active Status — Used to search based on vendor status

= Customer Active Status — Used to search based on customer status

The VCUST table contains all of the primary information about the Vendor/Customer, and is broken
down into several components. Some components contain multiple sections that group related fields
into an organized structure. Each component and section can be accessed using the Secondary
Navigation Panel for the VCUST table. Within the table’s components and sections, certain fields are
only active based on the information contained in other fields in the table. All of the information
contained for a record on the VCUST can be added to or modified by using the VCC and VCM based
documents by authorized users. (Most information can be added de-centrally; some information is only
maintained centrally.)

Vendor/Customer Component

The Vendor/Customer component contains the highest level of information for the currently selected
account. It is broken down into several sections:

= General Info — Contains identifying information and high-level options for the account
= Headquarters — Contains fields that identify the account as a headquarters

= Organization — Contains general operational information about the organization, including
Organization Type and 1099 reporting information

= Disbursement Options — Maintains the information needed to process payments, including the
ability to prevent new orders against a vendor

= Pre-note/EFT — Maintains the information about Pre-note/EFT (Electronic Funds Transfer) status
at the vendor level
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= Remittance Advice — Maintains requirements for Remittance Advice notices at the vendor level
= Vendor Terms — Maintains default discount terms as offered by the vendor

= Change Management — Displays the creation dates, modification dates, approval dates, and
comments for the record. All components contain a Change Management section

Vendor/Customer
Vendor/Customer Legal Name Alias/DBA Vendor Active Status Customer Active Status
v 0007122501 SAN CARLOS EMS PROGRAMS Active Active

From 1to 1 of 1 First Prev Next Last  Attachments

Save Undo Delete Insert Copy Paste Search sk

¥ General Info

Vendor/Customer : 0007122501 Restrict Use by Department :
Legal Name : SAN CARLOS EMS PROC Miscellaneous Account :
Alias/DBA : Internal Account :

Vendor Active Status : Active v Third Party Only :

Third Party Vendor :
Third Party Customer :
Inventory Customer :

Vendor Approval Status : Complete
Customer Active Status : Active v

Customer Approval Status : Complete S —
Location Name : Never Archive

First Name : Restrict VSS Access: No ¥

Middle Name : Discontinue - No New Business :
Last Name : Prevent MA Reference :
Company Name : |SAN CARLOS EMS PROGC PunchOut Enabled :
Vendor Performance Rating : Re-PunchOut Enabled :
EDI Enabled : Electronic Order Enabled :
W-9 Received :

W-9 Received Date : E
W-8 Received :

W-8 Received Date : a
Accepts Credit Cards :

Active From : [51/01/1980 E

Address Component

The Address component contains all of the address and contact information for the selected
Vendor/Customer record. A Vendor/Customer can have multiple addresses configured, each with their
own contact information. Each address is assigned an Address Type (Ordering, Billing or Payment), and
a Vendor/Customer can have multiple addresses of the same type (i.e. more than one Billing address).
If multiple addresses are assigned the same type, one can be selected as the Default Record for that
type. Whenever a vendor is assigned on a document the Default Record is automatically selected.

Addresses and Contacts are assigned to a Headquarters Account, and can be originally added on the VCC
based document or added to or modified, using the VCM based document.
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¥ Address Information

Address ID : [aAnn01 2 Country Phone Code : 1
Street1: PO BOX 0 Phone : 9234752838
Street 2 - Phone Extension :
City : SAN CARLOS County : o
State/Province : 57 D County Name :
Zip/Postal Code : 35550 Country : | jga &
DUNS :
Extended DUNS :
CAGE Code :

P Prenote/EFT

P Remittance Advice

P Contact Information

b Contact Address Information
P Geographic Designation

P Change Management

The Address component is broken down into several sections:

= Address Information — Contains the address information based on the Address ID selected

= Pre-note/EFT — Maintains the information about Pre-note/EFT status at the address level

= Remittance Advice — Maintains requirements for Remittance Advice notices at the address level
=  Contact Information — Displays the contact information for the Principal Contact ID selected

=  Contact Address Information — Displays the selected contact’s address information

Other Components
The other components in the VCUST table contain additional information for the currently selected
record.

= Business Type — Maintains a list of the Business Types that apply to a vendor, including their
Small and Minority-Owned status

= Service Area — Maintains a list of the service areas or territories that apply to a vendor
=  Commodity — Maintains a list of the commodities supplied by the vendor

=  Authorized Department — Establishes a list of Departments that are authorized to use the
Vendor/Customer
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= Prevent Spending — Establishes a list of Departments that are prohibited from ordering from the

vendor

= (Certification — Displays the Active and Approved status for the Vendor/Customer

Customers are individuals or business entities that purchase goods or services from the State of Arizona.
Customer Accounts are determined by the combination of a Customer (Vendor/Customer) code and a
Billing Profile code. Customer records are created and added to the VCUST table by using the VCC based
documents. If a Customer record has already been created, a Customer Account can be
updated/modified by using a VCM based document or through a direct update to the Customer Account

Options (CACT) table.

Customer Account Options

The Customer Account Options (CACT) table is used to establish and maintain billing options for
customers. On the CACT table, users can view which Billing Profile codes have been assigned to each

Customer code. One Customer code may have multiple Billing Profile codes assigned and each

combination represents a unique Customer Account.

Customer Account Options

Department Unit Billing Type Address ID

Customer Name Billing Profile
+ VCO0000000003 John Eppinett STO1 RBA
VCO0000000003 John Eppinett ST02 RBA
VCO0000000004 Lisa Tate BPO3 RGA
VC0000000004 Lisa Tate STO1 RVA
SDA070444000 AVONDALE ELEMENTARY SCHOOL DISTRICT SDAO2 SDA
First Prev Next Last
Save Undo Delete Insert Copy Paste  Search sk
¥ General Information
Customer : [\,copo0000003 2 Bankruptcy :
John Eppinett Suppress Billing :
Address ID : [5Ano01 Y Suppress Past Due Billing :
Billing Profile : 571 a Suppress Auto Fin Charge :
System Test . ERsUEE
Department : [RBA Dispute Reason :
Unit : [ALL Bill Parent :
Billing Tvpe : Invoice - Collection Cycle :
Final Statement : Electronic File Type :
Billing Location : | Customer Only v File Prefix :

Central Statement :

Customer Relations Activity :
Minimum Billing Amount : |$0 00

P Third Party Options

P Change Management
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1000 No Billing Required ADO0O01
No
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Customer Accounts can also be assigned to multiple Departments in AFIS by creating a Customer
Account record for each Department that needs to use it. Records on the Customer Account Options
table can be created and modified using the VCM based documents or directly in the Customer Account

Options table (CACT).

Customer Account Information

The Customer Account Information (CUSTA) query page is used to view balance information for

Customer Accounts. Documents that reference a Customer Account by using a combination of the
Customer code and Billing Profile update the balance information for that account on the CUSTA page.

Customer Account Information

Customer Name
-~ WC0000000003 John Eppinett  STO1
VCO00000176  Student 1 Inc. ST01
WC000000228  Instructor inc STO1
VC0000000003 Jehn Eppinett  STO1
WVC000000176  Student 1 Inc. STO1
VCO00000177  Student 2 Inc. 5T01
VC0000000003 John Eppinett  STO1
VCO000000177  Student 2Inc. STO1
VC0000000003 John Eppinett  STO1
VCO00000180  Student 3 Inc. ST01

First Prev hext Last

Search ¥k
= Current Balance

Customer:

Name

Billing Profile :
Central Statement :
Department :

Unit

Liquidated Amount :

Collected Amount :

Payment within Tolerance Amount :
Outstanding Balance :

Written Off Amount :

Unreserved Credit Balance :

Reserved Credit Balance :

b Credit History

%AF'S — Internal Use Only

Billing Profile

Department Unit
100 ALL
100 ALL
100 ALL
101 ALL
101 ALL
101 ALL
102 ALL
102 ALL
103 ALL
103 ALL
VC0000000003

* John Eppinett

STO0A

O
100

S ALL
Unliguidated Amount :

£1,500.00
30.00
$2,200.50

$0.00 F

(51,450.50)

50.00 2

$750.00
50.00

ADOA - GAO

QOutstanding Balance

(51,450 50)
21,200.00
29,450.00
(5826.00)
£8,250.00

2500.00

(81,075.50)
£8,950.00

(%1,075.50)
28,450.00

Earned Unliquidated Rec:
Earned Ligquidated Rec:

Earned Collected

Unearned Liguidated Rec :

Unearned Collected

Refund Collected

Deposit Liquidated Rec:
Deposit Collected :

Third Party Code :

Third Party Unliguidated Rec :
Third Party Liquidated Rec:
Third Party Collected :

9/01/2021

$1,500.00
50.00

* §2,200.50

Unearned Unliguidated Rec :

20.00
50.00

* £0.00
Refund Unliquidated Rec :
Refund Liquidated Rec:

£0.00
50.00

* 50.00
Deposit Unliquidated Rec:

50.00
50.00
50.00

£0.00
£0.00
£0.00

PRLLLLLLLLLLL

Menu Back
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Create a New Vendor / Customer Record

Section Objectives

In this section, you will:

= Examine the components of the Vendor/Customer Creation document

= Review the data entry requirements for the Vendor/Customer Creation document
= Create a Vendor/Customer Creation document

= Examine the process of using a Miscellaneous Vendor/Customer account

= Research the updates made to the Vendor/Customer table by the Vendor/Customer Creation
document

Section Overview

A Vendor Customer Creation (VCC) based document is used to create both new vendors and new
customers. In AFIS, a vendor can also be a customer. The Vendor Customer (VCUST) table stores all of
the information for both vendors and customers. This lesson examines the VCC based document
components and data entry process.

The Vendor/Customer Creation (VCC) based documents allow users to add new records to the
Vendor/Customer (VCUST) table, the 1099 Reporting Information (1099I) table, and the Customer
Account Options (CACT) table. Only one Vendor/Customer record can be entered per document.
Vendor/Customer Creation documents cannot reference any other document in AFIS, nor can they be
referenced by any other document in AFIS.

Vendor/Customer Creation (VCCD1) documents that are created by Departments are routed to
workflow for approval at the department level and at the GAO level before being submitted to Final.
Once a VCC based document has been submitted to Final, it cannot be modified or cancelled. Changes at
that point require the creation and submission of a Vendor/Customer Modification (VCM) based
document.

New records can’t be created if the taxpayer number is already in AFIS. An existing vendor can be
changed to a customer and an existing customer can be changed to a vendor, but a W-9 is required for
that change. Depending on the entity’s relationship to the State, the data entry requirements on the
VCC based document vary in several important ways. For example, Ordering and Payment address types
are used for Vendor records, while Billing address types are used for Customer records.

S4AFIS - internal use only ADOA-GAO  9/01/2021 Vendor Customer and Maintenance 10



Miscellaneous and Internal Vendor/Customer Accounts

Note: Not available for all agencies, please Email GAO at AFIS.Operations@azdoa.gov. for
questions on using this code. Please also review SAAM Topic 45 Section 53 Proper Uses of
MISCPAYVEND and MISCCUSTOM

A Miscellaneous Account does not represent a specific vendor or customer. The Miscellaneous Account
can be used to create a document to record a one-time transaction. Selecting an existing
Vendor/Customer code will infer the name and address information to a document. When a
Miscellaneous Account is referenced, the name and address information has to be manually entered.

Both the Miscellaneous Account and Internal Account check boxes are located on the Vendor/Customer
Creation (VCC) based document, in the Vendor/Customer component, on the Account Indicators tab.

The Vendor Customer Creation (VCC) based document has many components, or sections, that relay
detailed information to the Vendor Customer (VCUST) table. Some components are only used when
creating a vendor, and other components are only used when creating a customer.

Header
The Header section contains fields that allow the user to specify general information that applies to all
sections of the document.

%AF'S Jump to: veusT 4| Go @ Home és Personalize () Accessibility |g] App Help €, About Q

Welcome, Training 1 Procurement Budgeting | Accounts Receivable | Accounts Payable

Vendor/Customer Creation - Department(VCCD1) | Dept: 100 ID: 201500000071 Ver.: 1 Function: New Phase: Draft

Document Navigator (4] ” I =

Header —
= List View
Vendor/Customer
[<LLEEINN GBI Extended Description | Document Information
Address
Customer Account Document Name:

1089 Reporting Information

1042-S Reporting Information Recond Dated E

Business Type Document Description:
Service Area

Commodity Never Archive: [

W-8 Form
Authorized Dept.
Prevent Spending

Certification

Vendor/Customer

The Vendor Customer section contains fields that allow the user to enter detailed information about the
Vendor/Customer record, as well as to specify various account indicators such as a Miscellaneous
Account, Third Party Vendor, or Third Party Customer options. The Accounts Receivable tab, although it
relates to creating a Customer Record, only needs to be used when it is the intention to bill a customer
through the Cost Accounting functionality. In this case a Cost Accounting Funding Type must be
selected. The Disbursement Options tab is used when creating a vendor record.
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Welcome, Training 1

Document Navigator (X

Header

GAFIS

'Vendor/Customer
Address

Customer Account

1099 Reporting Information
1042-S Reporting Information
Business Type

Service Area

Commodity

W-8 Form

Authorized Dept.

Prevent Spending

Certification

Address

epartment(VCCD1) Dept: 100 ID: 201500000071 Ver.: 1 Function: New Phase: Draft Al

Jump to VCUST

QE @ Home &Pcr:unahzc @) Accessiviity [g] App Help T About Q

Procurement nts Payable

Budgeting ~ Accounls

_ VendoriCustomer VendoriCustomer LegalNeme: oo =)

Vendor/Customer

From 1 to 1 Total: 1

General Information ESEEREIN

Location Information | Executive Co

rs | Account Indicators | Ol

nization || Disbursement Options | Prenote/EFT | Remittance Advice

sation | Additional Information

Legal Name Active From

Show Lines: | 10 ¥ | Ga to line:

Vendor Terms || Accounts Receivable | eMALL

Vendor/Customer:
Auto Generate: [
Legal Name:
Alias/DBA:
Location Name:

Department:

Organization Type: v
First Name:
Middle Name:
Last Name:

Company Name:

2 Active From: B
Unit: & Active To: 1]
Vendor Performance Rating: training1
=] Sa\«e‘ 5 Undo‘ [24 Insert New Line B4 Edit with Grid
[3 Copy vaiidate | | {4 Submt| [ Discard

a5 View POF | & Print | | Processing= | | Workliows | Fiiew | |3 Close

The Address section contains fields that allow entry of the necessary address information for the
Vendor/Customer. A vendor record requires at a minimum one Payment and Ordering Address Type be
entered, which can be the same address. A customer record requires that a Billing Address Type be
entered. If a record is both a vendor and a customer, all three Address Types must be entered. More
than one of a particular address type can be entered, if for example, a vendor has more than one
Payment address. The Address tab also allows users to insert contact information for each address type

provided.

Note: The Contact section is required and important.

GAFIS

Welcome, Training 1

‘VendoriCustomer Creation - Department(VCCD1) Dept: 100 ID: 201500000071 Ver: 1 Function: New Phase: Draft

E @ Home f’?crsunauzc Q@) Accessiviity [g] App Help . About @

Procurement Accounts Payable

Budgeling

— o 3 : =
ESSSS—_—_— — ———_——————

T Address ID Address Type Street 1 City State/Province Zip/Postal Code Additional Address Info.

Vendor/Customer From 0to 0 Total: 0 Show Lines:| 10 || Exportto CSV |
Thgdress _

Customer Account

1099 Reporting Information
1042-5 Reporting Information
Business Type

Service Area

Commodity

W-8 Form

Authorized Dept

Pravant Spending

Certification

[ENEENNICTVET Address Information | Prenote/EFT | Remittance Advice = Contact Information | Contact Address Information | Geographic Designation

= Lst View

Vendor/Customer:
Address Type:
Division/Department:
Additional Address Info.:
Prevent New Spending:

Default Currency:

Active From:

B
B

Active To:
Default Record:
Mail Returned:

Bypass Address Validation:

%wAlemsﬂ — Internal Use Only

EX] B4 B4 Editwith Grid
03 Cony | validate | €3 Submi | (3 Discard | a3 View PDF | | @ Print | Processing= | | Workilow | | File | | 3 Giese ‘
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Customer Account

The Customer Account section is only used when creating a new customer account record by assigning a
Billing Profile, or specifying settings for a particular account that override settings on the Billing Profile,
such as Suppress Billing or specifying any Third Party information for the customer account. Only one
customer account can be established on the VCC based document. Additional, customer accounts can
be directly established on the Customer Account Options (CACT) table.

GAFIS

Jump to} VCUST

_«Q‘-ﬂ @ Home &Pcmnanz: Q) Accessiviity g App Help ¢ About Q

Accounts Receivable

Welcome, Training 1

Procurement Budgeting

‘Vendor/Ci Creation - 1) Dept: 100 ID: 201500000071 Ver: 1 Function: New Phase: Draft j
Document Navigator [, =
— From 0 to 0 Total: 0 Show Lines: 10 v | Exportto CSV
Vendor/Customer o=
= List View
Address L
[ ——— i arty Options
Customer Account General Information [RGISEEREelIaGT n
1099 Reporting Information Vendor/Customer: Bankrupicy:
1042-5 Reporting Information on o Suppress Billing:
Business Type Dept: Suppress Past Due Billing:
Servica Area
s Suppress Auto Fin Charge:
Commodity -
Dispute:
W-8 Form Billing Profile: 2 P
. Dispute Reason:
Authorized Dept Billing Type:
Prevent Spending Collection Cycle: &
Billing Location: ~
Cetification Electronic File Type: v
File Prefix:
Central Statement:
Minimum Billing Amount:
IE] [N E4 Edit with Grid
3 Copy| [ vaicale | EJ Submi | | [3 Discard | = View POF | @ Prnt | Processing= | Workllows | Filex | [ Clase |

1099 Reporting Information

The 1099 Reporting Information section is only used if required for a vendor.

GAFIS

Jump to veUS

QE @ Home ébporsonahzc Q) Accessibity [ App Help ¢ About Q

Accounts Receivable

Welcome, Training 1
Vendor/C Creation -

Procurement | Budgeting

1)| Dept: 100 ID: 201500000071 Ver: 1 Function: New Phase: Draft "

Accounts Payable

i — Taxpayer ID Number Name Taxpayer ID Number Type 1099 Reportable
Header From 0 to 0 Total: 0 Show Lines: 10 v | Expoitta CSV |
Vendor/Customer
Address = List View
% Qe GEVE NG ELGD 1098 Backup Withholding | Certification n
1099 Reporting Information
1042-5 Reporting Information (sndenCustonse Lesthiams:
T Taxpayer ID Number: Name Control:
Service Area Taxpayer ID Number Type: 1099 Backup Withholding ~
Status:
Commadity
Detailed TIN Type: 1099 Reportable:
W-8 Form
Name: Bypass Address Validation:
Authorized Dept
Prevent Spending Names:
Certification Address:
City:
State: 2
ZIP Code:
EJ Edit with Grid
(3 Copy| [ vaicale | Ej Submi | | [3 Discard | = View POF | @ Prnt | Processing= | Workllows | Filex | [ Close |

Commodity

The Commaodity section is used to select the commodity that is provided by a vendor.

wwAlemsﬂ — Internal Use Only
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Authorized Dept

The Authorized Dept section is used to specify what Department or Departments are allowed to use the
account.

Prevent Spending

The Prevent Spending section is used to specify what Department or Departments are not allowed to use
the vendor to make payments.

Certification

The Certification section is used to designate the Vendor/Customer record as active or inactive and to

designate the approval status of the Vendor/Customer.

!
AFIs Jump o] veusT &lco| @rome S Personaize Q) Accessivity [gj Avpelp C About (5]

Weicome, Training 1

Procurement | Budgeting  Accounts Receivable | Accounts Payable

Creation - )| Dept: 100 ID: 201500000071 Ver.: 1 Function: New Phase: Draft '}

—————— | Gertification .. LegslName:none VendorActive Status:none CustomerActvesStatusinone ..o

tiodher Legal Name Vendor Active Status Customer Active Status
Vendor/Customer From 01 0 Totak: 0 Show Lines:| 10 v | Exportto CSV.
Address
Vendor/Customer:
Customer Account
1099 Reporting Information
1042-S Reporting Information Certification Status n
Business Type
Vendor Active Status: v Customer Active Status: v
Service Area
Commodity Vendor Approval Status: v Customer Approval Status: v
W-8 Form Vendor Reinstatement Date: B Customer Reinstatement Date: B
Authorized Dept
Prevent Spending
Certification
2« B« B4 Edit with Grid

[ Copy| |E vaiate | E§ submit| |[3 Discard|

an View PDF ‘ & Print | Processing~ | Workflow= | | Filew | [E§ Close |
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Vendor Customer Creation (VCC) based documents can be created by navigating to the Document
Catalog and entering in the required information for the document. Depending on whether the record is
for a vendor or a customer, different information will be required.

Header

General Information
In the Header, General Information tab, the following fields are available:

= Document Name — Enter a name for the document, this field is optional
= Document Description — Enter a clear description of the document, this field is required

= Extended Description — Enter more description if necessary, this field is optional

Vendor/Customer

General Information
In the Vendor Customer section, General Information tab, the following fields are available:

= Vendor/Customer — This field will be auto-generated for vendors. For customers only, the
number can be assigned by the department, as an alternative to auto-generation. This field is
required.

= Legal Name — This field is auto-populated once the document is saved with a name entered in
the Company Name if a company, or First Name, Middle Name and Last Name fields, if an
individual, on this tab

= Alias/DBA - Enter an alias for the Vendor/Customer, this field is optional

= Organization Type — Select either Individual or Company, this field is required

=  First Name — Required if Organization Type selected is Individual; not used for Company

= Middle Name — Optional. Available for use only if Organization Type selected is Individual

= Last Name — Required if Organization Type selected is Individual; not used for Company

= Company Name — Required if Organization Type selected is Company; not used for Individual

= Active From — Select a future date on which the record becomes active, or able to be used. If
left blank this field will default to the current date.
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WAFIS Jump to] veus Qﬂ @ Home &Pcmnanz: Q) Accessibity g AppHelp . About Q

\

Procurement | Budgeting = Accounts Receivable
‘Vendor/Ci Creation - VCCD1) Dept: 100 ID: 201500000071 Ver: 1 Function: New Phase: Draft _'I
Document Navigator [ =
Header
— Vendor/Customer Legal Name Active From
VendoriCustomer
VC000000231 i
Address
From 1to 1 Total: 1 Show Lines:| 10 v | Go ta line: Go| Exportto CSV
Customer Account
1099 Reporting Information = List View
1042-5 Reporting Information > .
[=SYRBRLICRRIEN Headquarters | Account Indicators | Organization | Disbursement Options | Prenote/EFT | Remittance Advice | Vendor Terms | Accounts Receivable | eMALL y <]
Business Type
Location Information || Executive Compensation | Additional Information | Travel
Service Area
Commodity Vendor/Customer: VC000000231 Organization Type: v
W-8 Form Auto Generate: First Name:
G Legal Name: Micdle Name:
Prevent Spending
Alias/DBA: Last Name:
Certification
Location Name: Company Name:
Department: & Active From: B
Unit: > Active To: B
Vendor Performance Rating:
A save | % Undo ‘ [Z4 Insert New Line | 4 Edit with Grid
e Copyl vaiidate | | E§ Subrrut‘ G D\smmi o5 View PDF ‘ & Print | Processing= | Workflows | | Filew Ciose |

The Headquarters tab is required. The taxpayer ID and Type are entered here. Alternatively, a valid vendor

customer code can be provided in the Headquarters Account Code field to link the new vendor customer,
child record, to a parent record.

Account Indicators

The Account Indicators tab contains check boxes that turn on and off certain options for the account. One
of the options on this tab is the check box for Miscellaneous Account; the Miscellaneous Account should
not be used by agencies without GAO approval. When using a Miscellaneous Account flagged Vendor or

Customer account on documents, the user must manually enter the name and address information for
the account.

\

WAFIS Jump to] VCUST _«Q‘-ﬂ @ Home &Pcmnanz: Q) Accessiviity g App Help . About Q

Procurement | Budgeting  Accounts

Document Navigator [

Header
oo ——— Vendor/Customer Legal Name Active From
Vendor/Customer
VC000000231 ]
Address
From 1 o 1 Total 1 Show Lines: |10 ¥ | go toline Go|  Exportiocsv |
Customer Account
1099 Reparting Information B Listview
1042-8 Reporting Information
— General Information | Headquarters [EXICHLIUNIEEIER Organization | Disbursement Options | Prenole/EFT | Remitiance Advice | Vendor Terms | Accounts Receivable | eMALL y < |
Business Type
Location Information | Executive Compensation | Additional Information | Travel
Service Area
Commodity Restrict Use by Department: [ Third Party Only: (]
W-8 Form Miscellaneous Account: [ Third Party Vendor: [
Authorized Dept Internal Account: [ Third Party Customer: (]
Prevent Spending Inventory Customer: [_| W-9 Received: |
Certiication Healthcare Provider: [ W-9 Received Date: B
PunchOut Enabled: [ W-8 Received: [
Re-PunchOut Enabled: [ W.-8 Received Date: 0
Electronic Order Enabled: [] Accepts Credit Cards: [
EDI Enabled: [_] Restrict VSS Access: v
H save | 5 Undul [S4 Insert New Line | 54 Edit with Grid
[3 Copy| |B valicate| | F§ Submit| | [Gg Discara | a5 View POF | @) Print | Processing= | Workfiow | | Filex | |3 Close |
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Other possible options on this tab include Third Party Vendor or Third Party Customer, which would be
used to specify a vendor or customer as a Third Party require W9 or W8 received boxes and dates should
be completed on the Account Indicators tab for vendor setups.

Organization
In the Organization section, the user enters the necessary taxpayer information into the available fields.

The Taxpayer ID Number is required for vendors, with few exceptions, but not for customers that are not
also vendors.

WAFIS Jump to] vous & co| @rome ﬁ Personalize () Accessibilty [ App Help " About
Welcome, Training 1 Procurement | Budgeting  Accounts Receivable | Accounls Payable
Creation - 1)| Dept: 100 ID: 201500000071 Ver.: 1 Function: New Phase: Draft v‘
Document Navigator X Vendric . =
e General Information | Headquarters Indicators Disbursement Options | Prenote/EFT | Remittance Advice | Vendor Terms | Accounts Receivable | eMALL F <] °
Vendor/Customer
Location Information | Executive Compensation | Additional Information | Travel
Address
Cushomer Account 1099 Classification: v Taxpayer ID Number: @
1089 Reporting Infermation 1042-S Ch. 3 Recipient Code: 2@ Taxpayer ID Number Type: ~
IS R L 2T 1042-S Ch. 4 Status Code: a Detailed TIN Type: v
Business Type
Number of Employees: v Foreign Tax ID:
Service Area
Commadity Merchant ID: 1042-8 Recipient Account Number: &+
W-8 Form Sex: v GIIN:
Authorized Dept Date of Birth: ‘W-8 Form: ~
Prevent Spending
Marital Status: Tax Profile: &
Certification
Annual Income: ~ Tax Profile Name:
Create Taxpayer 1D : EBIC Number:
Re-Enter Taxpayer ID : IAEC Number:
IRS Country of Residence: & Web Address http:/i:
IRS Country Sub Code: & Employee ID:
A save | %3 Undo | [24 Insert New Line | 4 Edit with Grid ‘
3 Copy‘ [ vaidate | [§ Submit| | [3 Discard | om v\ewpnr‘ & Print | Processing~ | Workflow~ | File= | [ Close |

In the Address section, General Information tab, users can select the type of address they are entering.
The user must first click Insert New Line. In the General Information tab, the user then selects an Address
Type. Vendors require at least one Payment address and at least one Ordering address to be created for
the record. Customers require at least one Billing address to be created for the record. Once an Address
Type is selected, the information for that address is entered into the Address Information tab.

Each Address Type along with the corresponding information for the type is recorded on a new line in the
Address section. If the record created designates both a vendor and a customer, then all three Address
Types are required: Billing, Payment, and Ordering.
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ﬂAFIs Jump to] VCUST _«Qﬂ @ Home #Pcmonahze Q) Accessiviity g App Help ¢ About Q

\

‘Welcome, Training 1 Procurement Budgeting Accounts
‘Vendor/Ci Creation - 1) Dept: 100 ID: 201500000071 Ver: 1 Function: New Phase: Draft j

P —— L Address  Totilnes:0 AddressiD:none AddressTypeivone ]

Header Address 1D Address Type Street 1 City State/Province Zip/Postal Code Additional Address Info.
Vendor/Customer From0to 0 Total: 0 Show Lines: | 10 | Export to CSV.
Address
= ListView

Customer Account
1099 Reporting Information [TULENLIGR PR Address Information | Prenote/EFT | Remittance Advice = Contact Information | Contact Address Information | Geographic Designation n
1042-8 Reporting Information Vendor/Customer: Active From: [
Business Type Address Type: v Active To: 0
Service Area

Division/Department: Default Record:
Commaodity
W-8 Form Additional Address Info.: Mail Returned:
Authorized Dapt Prevent New Spending: Bypass Address Validation:
Prevent Spending Default Currency:
Certification v

E4 Edil with Grid

(3 Copy | [ Validate | E§ Submi| | [ Discard |

o5 View PDF ‘ & Print ‘ Processing= | Workflow=  Filew B3 Close |

Address Information

For the Address Type selected on the General Information tab, the user enters information into the
following required fields:

=  Address ID — This field is auto-generated

= Street 1 - Enter the street address of the vendor

= City — Enter the city for the vendor

= State/Province — Enter the state or province for the vendor

= Zip/Postal Code — Enter the zip code for the vendor

=  Country — Enter the country for the vendor or select from the Pick List

ﬂAFIs Jump to] vcus gﬂ @ Home ﬁpmonanz: Q) Accossiity g AppHelp . About Q

\

Welcome, Training 1 Procurement | Budgeling

‘Vendor/Ci Creation - VCCD1) | Dept: 100 ID: 201500000071 WVer.: 1 Function: New Phase: Draft v|
)
Header B @
;
Vendor/Customer From 1to 1 Tolal: 1 Show Lines: 10 ~ | Goto line: Go| Exportto CsV |
Address
Customer Account = List View |
e e eral Information [EUEIECEIEIENINN Prenote/EFT | Remittance Advice = Contact Information | Contact Address Information | Geographic Designation n
1042-8 Reporting Information
Address ID: & Country Phone Code:
Business Type hoA
Sarvice Atea Auto Generate: [ Phone:
Commodity Street 1: Phone Extension:
W-8 Form Street 2: County: 4|
Authorized Dept
City: County Name:
Pravent Spending
State/Province: & g |
Certification = oy &

ZipiPostal Code:
DUNS:

Extended DUNS:

CAGE Code:

A save | %) Undo | [S4 Insert New Line | [Z1q Insert Copied Line | | 4 Edit with Grid

Gopy | vaiidate | F§ submi | | [ Discard | a View POF | @ Print | Processing | Workflow | | File | [E§ Ciose |
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Prenote/EFT
The Prenote/EFT tab contains fields that are optional and specify EFT payment information for the vendor.
The information on this tab will not be viewable.

Contact Information

The Contact Information tab contains fields for specifying the contact information for a Principle Contact with the
vendor or customer. For a customer record, the Principal Contact ID is auto-generated and the Principle Contact
field is required. For vendor setups this section is required. There should be an email and/or a phone number.

Additional information for the contact can also be entered if known.

Contact Address Information

The Contact Address Information tab contains fields that will default based on the information in the
Address Information section when the document is saved or validated, or if desired, different address
information can be provided for the contact. A contact has to be added in order for the address
information to default.

Customer Account
General Information

The Customer Account section is only used when creating a customer account record. The following fields
are required on the General Information tab:

= Dept — Enter the Department that will be associated with the customer account
= Unit - Enter the Unit code that will be associated with the customer account
= Billing Profile — Enter or select from the Pick List the Billing Profile for the customer account

gAFIs Jump fo! VEUS &/ cof @ Home ésl‘t-lauduu Q) Accessibity [ App Help ¢ About 5]

Procurement | Budgeting  Accounts Receivable | Accounts Payable
reation - Dep: t{VCCD1) | Dept: 100 ID: 201500000071 Ver: 1 Function: New Phase: Draft  ~

Document Navigator X

Header E
From 0 to 0 Total: 0 Show Lines: 10 v | Exportta CSV |
Vendor/Customer
Address = List View
Customer Account - - X
General Information [REIGEETWEIERE a
1099 Reporting Information
10428 Reporting Information Vendor/Customer: Bankruptcy:
Business Type Address ID: Suppress Billing:
Service Area Dept: Suppress Past Due Billing:
Commodity T Suppress Auto Fin Charge:
W-8 Form ’
- . & Dispute:
Authorized Dept Billing Profile: &
Dispute Reason:
Prevent Spending Billing Type:
Collection Cycle: &
Certification Billing Location: v
Electronic File Type: v
File Prefix:
Central Statement:
Minimum Billing Amount:

[Z4 Insert New Line || [y Insert Copied Line | | EA Edit with Grid

[ Copy | [ valcate | E§ Submit| | [5 Discard = View POF | @ Print | Processing~ | Workllow= | File= | [E§ Clase |
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Certification

Certification Status

In the Certification section, users must first click Insert New Line. In the Vendor Active Status field, the
user then selects Active. In the Vendor Approval Status field, select Complete. If the record is for a

customer the Customer Active Status and Customer Approval Status fields must also be set to Active
and Complete respectively.

ﬂAFIs Jump to] VCUST & Go| @ riome }’Personahzc @) Accessivity [gj AppHelp . About Q

Welcome, Training 1 Procurement Budgeting Accounts Receivable Accounts Payable
Creation - ) Dept: 100 ID: 201500000071 Ver.: 1 Function: New Phase: Draft '}

06/01/2015

e ———————— | Gertification LegslName:none VendorActive Status:none CustomerActveStatusinone ..o )

ioaicr Legal Name Vendor Active Status Customer Active Status
Vendor/Customer From 01 0 Totak: 0 Show Lines: 10 v | Exportto CSV.
Address

Vendor/Customer:

Customer Account

1099 Reporting Information

1042-S Reporting Information Certification Status n
Business Type Vendor Active Status: v Customer Active Status: v
Service Area
Commodity Vendor Approval Status: v Customer Approval Status: v
W-8 Form Vendor Reinstatement Date: B Customer Reinstatement Date: B
Authorized Dept
Prevent Spending
Certification
E] (£ EA Edit with Grid

[ Copy ‘ [2) Validate | E§ Submit| | [3 Discard | on View PDF ‘ & Print | Processing= | Worklow | | Filex | [E3 Close |
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A Vendor Customer Creation (VCC) based document can be created by either navigating to the Document
Catalog, clicking Create, and entering the necessary information in the document fields or navigating to
the VCUST table, and clicking the Create New Record link.

Create a New Vendor / Customer Record p

Scenario

The State of Arizona wants to purchase 1000 new laptop computers from a new computer
manufacturer, Dell. In addition, the State will be providing consultant services to Dell. Prior to
creating a subsequent delivery order, Dell must be added to the VCUST table as a vendor.
Furthermore, prior to receiving services from the State, Dell must be added to the VCUST table as a
customer. The user must also determine that an entry does not already exist on the VCUST table prior
to adding the entry.

Login to the AFIS Home Page. Check whether the vendor is in the VCUST table.
1. IntheJump to field, enter VCUST

2. Click Go
Legal Hame : Last Hame :
Alias/DBA - Vendor Active Status - bl
Vendor'Customer : Customer Active Status - el

[+

Taxpayer ID Number | 265282° V35 Registered : il

Dk Clear Cancel

3. Inthe Taxpayer ID Number field of the Search window, enter 265392xxx, where xxx is your
Student Number

4. Click Ok

5. Verify that Dell Computer is not returned

On the Same Vendor/Customer page, create a new Vendor/Customer record.

1. Atthe bottom of the Vendor/Customer page, click the Create New Record link.

Top
CREATE DOCUMENT: Create New Record (Modify Existing Record

2. Onthe Create Document page, select VCCD1 as the document code

3. Inthe Document Department Code field, enter the data from training data information
4. Select the Auto Numbering check box
5

Click the Create Document link
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GAFIS

Welcome, Student 1

Vendor/Customer Creation - Department(VCCDM) Dept: 101 1D: 201500000071 WVer: 1 Function: New  Phase: Draft =

Document Navigator
Header
Vendor/Customer
Address

Customer Account

1099 Reporting Information
1042-5 Reperting Information
Business Type

Service Area

Commeodity

Authorized Dept.

Prevent Spending
Certification

B

General Information

Elﬂ @Hume ‘ﬁ’Persunalze @.Accessibity EAppHelp T About @

Budgeting

Jump to; VEUST

Procurement Accounis Receivable | Accounts Payable

Extended Description | Document Information

Document Name:

Record Date:

Document Description:

Never Archive: [ |

A Save| =y Undo|

(% copy |

Vaidate| 3] Suhnit|

ing ~ | | Workfiow * | | File |

&) Print | | F

& Discard |

Enter the appropriate data for the new Vendor/Customer document.

6.

data for Dell

7.

In the General Information tab of the Header, in the Document Description field, enter Vendor

In the Secondary Navigation Panel, click Vendor/Customer

Enter the information about the new vendor.

1.
2.
3.

In the General Information tab, select the Auto Generate check box
From the Organization Type drop down menu, select Company

In the Company Name field, enter Dell Computer_xxx, where xxx is your Student Number

(el Rkl M Headquarters | Account Indicators | Organization | Disbursement Options | Prenote/EFT | Remittance Advice ﬂ

Vendor Terms

Accounts Receivable

eMALL | Location Information

Executive Compensation | Additional Information | Travel

Department:

Unit:

VendoriCustomenr:
Auto Generate:

Legal Name:

Aliag/DBA:

Location Name:

[ &

Organization Type: ICu-mpany W

First Name:
Middle Name:
Last Name:
x

Company Name:  Del Cu-mputer_300|

&=

Active From:

Vendor Performance
Rating:

4.

Click the Organization tab

Enter data about the 1099 Classification and the TIN.

1.
2.

MwAF,!msﬂ — Internal Use Only

From the 1099 Classification drop down menu, select Corporation

In the Taxpayer ID Number field, enter 265392xxx, where xxx is your Student Number
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3.  From the Taxpayer ID Number Type drop down menu, select EIN

General Information | Headquarters | Account Indicators |[(UIERTZUTRY Disbursement Options | Remittance Advice | Vendor Terms || Accounts Receivable | eMALL | Location Information [

Executive Compensation | Additional Information | Travel
1089 Classification: | Corporation (54) v Taxpayer ID Number: | 26592100 3|
1042-5 Recipient Code: $| Taxpayer ID Mumber Type: E[n v
Number of Employees: v Detailed TIN Type: v
Merchant ID: || Foreign Tax 1D:
Sex: A 1042-5 Recipient Account Number: i
Date of Birth: W-& Form: v
Marital Status: v Tax Profile: $|
Annual Income: v Tax Profile Name:
Create Taxpayer ID : EBIC Number:
Re-Enter Taxpayer D : IAEC Number:
IRS Country of Residence: $| Web Address http:/:
IRS Country Sub Code: $| Employee ID:

Contract Withholding Exempt:
National Provider ID:

CAGE Code:

Employee Status:
Supplier Shared Secret:

Permanent Staffed Office in State:

Click the Vendor Terms tab.

Typically, with this type of vendor add (directly in AFIS) we do not enter payment terms. When the
supplier comes from APP the payment terms are populated. You can view the information only.

Select the appropriate address type.

1. Click the Insert New Line button

2. Inthe Address Type drop down menu, select Ordering

3. Check the Default Record check box

e RN D EI | Address Information || Prenote/EFT || Remittance Advice | Contact Information | Contact Address Information

Geographic Designation

VendoriCustomer:

Divigion/Department:
Additional Address Info.:
Prevent New Spending: |:|

Default Currency:

Address Type: IOr-l:Iering W

2

Active From:

Active To:

Default Record:

Mail Returned:

0 o«

Bypass Address Validation:

=
=

4. Click the Address Information tab

%wAFhlmsﬂ — Internal Use Only
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Enter the appropriate address data. For reporting purposes, it is also good to fill in the county.

1.

2
3
4
5.
6
7

Check the Auto Generate check box

In the Street 1 field, enter 1001 South IH 35
In the City field, enter Round Rock

In the State/Province field, enter TX

In the Zip/Postal Code field, enter 78664

In the Phone field, enter 512-728-4100

In the Country field, enter USA

General Information [AGCHIEECRLdanEUGE Prencte/EFT | Remittance Advice | Contact Information || Contact Address Information a

Address ID Address Type Street 1 City State/Province Zip/Postal Code Additional Address Info.
uj
From 1 to 1 Total: 1
= List View

Geographic Designation
Address ID: 2| Country Phone Code:
Auto Generate: Phone: | 512-728-4100
Street1: | 1001 South H 35 Phone Extension:
Street 2: County: 2 |
City: | Round Rock County Name:
State/Province: TX @ | Country: USA ﬁ\

Zip/Postal Code: 735584
DUNS:
Extended DUNS:

CAGE Code:

8.

Click the Contact Information tab

Enter key contact information. Name, email and/or phone number is mandatory. We need at least
one contact option.

1.

© N o u kW N

Check the Auto Generate check box

In the Principal Contact field, enter Bob Smith

From the Correspondence Type drop down menu, select E-mail
In the Email field, enter bobsmith@dell.com

In the Phone field, enter 512-728-4100

Click the Contact Address Information tab

In the Country field, enter USA

Click Save
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General Information | Address Information | Prenote/EFT | Remittance Advice ERJinledinelinbide il Contact Address Information ﬂ

Geographic Designation

Principal Contact ID: ﬁl Alternate Phone:

Auto Generate: Alternate Phone Extension:

Principal Contact: Bob Smith Fax:
Title/Role: Fax Extension:

Permissions: Alternate Fax:

Authorized Representative: [ | Alternate Fax Extension:

English Spoken:
Correzpondence Type: IW
Email: | bobsmithi@del.com
Phone: | 512-728-4100| x

Phone Extension:

Since the Payment and Ordering addresses are identical, copy the Ordering address to start the
Payment address.

Click the Copy Line button for the newly added Ordering address
Click the Insert Copied Line button to add a duplicate address line to the document

1
2
3. Inthe General Information tab, from the Address Type drop down menu, select Payment
4

Click Save

Address ID Address Type Street 1 City State/Province Zip/Postal Code Additional Address Info.

ADOO1 Ordering 1001 South IH 35 Round Reck TX To664 T
ADODD1 Payment 1001 SouthH 35 Round Rock TX TE664 T

From 1 to 2 Total: 2 Go to line: I:l Go
= List View

(e S EIRNT Bl Bl I Address Information | Prenote/EFT | Remittance Advice | Contact Information | Contact Address Information ‘ﬂ

Geographic Designation

Vendor/Customer: WwCo00000262 Active From: B

Dell Computer_300 Active To: =
Address Type: m Default Record:
Divigion/Department: Mail Returned: [ |
Additional Address Info.: Bypass Address Validation: |:|

Prevent New Spending: |:|

Default Currency:

| [v]

Since the Billing address is identical to the Payment and Ordering addresses, copy the Ordering address
to start the Billing address.

1. Click the Copy Line button for the newly added Ordering address
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2. Click the Insert Copied Line button to add a duplicate address line to the document

3. Inthe General Information tab, from the Address Type drop down menu, select Billing

4. Click Save
Address ID  Address Type Street 1 City State/Province  Zip/Postal Code Additional Address Info.
ADOD1 Ordering 1001 South H35 Round Rock TX 78664 L}
ADDD1 Payment 1001 SouthH35 Round Rock TX TB664 L}
ADOD1 Billing 1001 SouthH35 Round Rock TX 75664 m

From 1 to 3 Total: 3 Go te ine: I:l Go

= List View

[N IEIRNT LG | Address Information | Prenote/EFT | Remittance Advice | Contact Information | Contact Address Information ﬂ

Geographic Designation

Vendor/Customer: vCooo000262 Active From:

Dell Computer_300 Active To:
Address Type: |Biling W Default Record:
Division/Department: Mail Returned: |:|
Additional Address Info.: Bypass Address Validation: |:|

Prevent New Spending: [ |

Default Currency:

| V]

5. Inthe Secondary Navigation Panel, click Customer Account
Create the customer account record.

1. Click Insert New Line

2. Inthe Dept field, enter ALL

3. Inthe Unit field, enter ALL

4. Inthe Billing Profile field, enter COST

5

In the Billing Location field, select Customer Only

(L EI NG LG ENLLI Third Party Options n

Vendor/Customer: Bankruptcy: [ ]
Address ID: Suppress Billing: [ ]
Dept: ALL Suppress Past Due Billing: [ ]
Unit: ALL Suppress Auto Fin Charge: [ ]
Billing Profile: COST 3\ Dispute: [ ]
Billing Type: Dispute Reason:
Billing Location: Iﬁ Collection Cycle: ﬁ\
Electronic File Type: |—£]
File Prefix:
E save ] 5, Undo ] [24 Insert New Line | [2¢ Insert Copied Line | E4 Edit with Grid |

6. Inthe Secondary Navigation Panel, click 1099 Reporting Information
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Enter appropriate taxpayer related information.
1. Inthe Address field, enter 1001 South IH 35
2. Inthe City field, enter Round Rock
3. Inthe State field, enter TX
4. Inthe Zip Code field, enter 78664
- -

Taxpayer |D Number Mame Taxpayer ID Number Type 1099 Reportable
265392000 Dell Computer_300 EIN ¥es
From 1 to 1 Total: 1 Goto in&:|ﬂ
1099 Backup Withholding | Cerification ﬂ
VendoriCustomer: vCoo0000262 Last Name:
Dell Computer_300 Mame Control: DELL
Taxpayer ID Number: 2§5392000 1099 Backup I_i[

Withholding Status:
Taxpayer ID Number EN

Type: 1099 Reportable:
Detailed TIN Type: Bypass Address |:|
Validation:

Name: | Dell Computer_300
Names:
Address: | 1001 South H 35
City: | Round Rock
State: TX |

ZIP Code: 73664

5. Inthe Secondary Navigation Panel, click Certification
Select the Vendor and Customer active status.
1. Click the Insert New Line button
In the Vendor Active Status drop down menu, select Active
In the Vendor Approval Status drop down menu, select Complete
In the Customer Active Status drop down menu, select Active

In the Customer Approval Status drop down menu, select Complete

o vk W N

Click Save
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Legal Name Vendor Active Status Customer Active Status

Dell Computer_300 Active Active i)
From 1 to 1 Total: 1 Go to line: I:l Go

Vendor/Customer: C000000262

Dell Computer_300

Certification Status

Vendor Active Status: IAcﬁve b Customer Active Status: IAcﬁve b

Vendor Approval Status: ICumpIete e Customer Approval Status: ICu-mpIBte o
Vendor Reinstatement /= Customer Reinstatement =
Date: Date:

Validate and Submit the document, steps:

1. Click the Validate button to check for errors. If any errors exist, correct the errors then click
the Validate button again. If the validation is successful, the following message is displayed in
the upper left corner of the screen: Document validated successfully

2. Click the Submit button to submit the document to workflow for approval. The following
message is displayed in the upper left corner of the screen: Document submitted
successfully

3. Click Home in the Primary Navigation Panel to return to the Home Page
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Note: Please refer to SAAMA4553 — Proper use of MISCCUSTOM for more guidance. Effective
January 1, 2020, you MUST have approval from GAO prior to using MISC codes.

On the Vendor Customer Creation (VCC) based document, in the Vendor Customer section, the Account
Indicators tab contains a check box that flags the record as a Miscellaneous Account.

General Information | Headguarters (EaIIALGITEIGICM Organization | Disbursement Options | Remittance Advice | Vendor Terms | Accounts Receivable | eMALL

Location Information | Executive Compensation | Additional Information | Travel

Restrict Use by Department: Third Party Only:

Miscellaneous Account: Third Party Vendor:

Internal Account: Third Party Customer:

Inventory Customer: W-9 Received:
PunchOut Enabled: W-9 Received Date: /=

Re-PunchOut Enabled: W-8 Received:
Electronic Order Enabled: W-8 Received Date: sz

Accepts Credit Cards:

Restrict VS5 Access: vyes v

A Miscellaneous Account is used for a record that does not represent a specific vendor or customer. For
example, it would be used for entities that wouldn’t be 1099 reportable and more than likely only paid
once. When using a Miscellaneous Account flagged Vendor or Customer account on documents, the
user must manually enter the name and address information for the account. There is already an
existing miscellaneous vendor number MISCPAYVEND that should be used as the miscellaneous vendor
on payment documents, no additional miscellaneous vendors should be added.

When using a defined Vendor/Customer on documents, the information for that record will be carried
forward from the Vendor Customer (VCUST) table entry. If users are required to manually enter the
Vendor/Customer information on a document, they can use a Miscellaneous Account that has been set
up (see Statewide Miscellaneous Vendor/Customer codes below).

Vendor/Customer Legal Name Alias/DBA Vendor Active Status Customer Active Status
v MISCCUSTOM Miscellaneous Customer Active Active

MISCPAYVEND Miscellaneous Vendor Active Active

MISCTRAVEL Miscellaneous Travel Active Inactive

From1to3of3 First Prev Next Last Attachments
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When vendor records are created or updated in APP, an interface document (VCCIV1) is created which
will update the information in the Vendor/Customer (VCUST) table in AFIS. All vendors who are registered
in APP must make all of their changes in APP and not directly in AFIS. The Vendor/Customer code assigned
in AFIS will be the same as the Supplier ID in APP.

The Vendor Customer (VCUST) table stores all of the records for both vendors and customers used in
AFIS. The information entered on any of the Vendor Customer Creation (VCC) based documents can be
seen in the sections and fields on the VCUST table.

Research a New Vendor on the Vendor Customer Table

Scenario
You have created a new vendor record in AFIS, and now you want to verify that the record has been
successfully added to the Vendor Customer (VCUST) table.
Login to the AFIS Home Page. Navigate to the Vendor Customer table using the Jump to feature.
1. IntheJump to field, enter VCUST
2. Click Go. The VCUST table opens. A Search popup window opens.
In the Search popup window, search for a vendor record.

1. Inthe Search window, in the Taxpayer ID Number field, enter 265392xxx, where xxx is your
Student Number
2. Click Ok. The Vendor/Customer table displays the record
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Vendor/Customer

Vendor/Customer

v 0007122501
From 1 to 1 of 1

Save Undo Delete Insert Copy Paste

¥ General Info

Vendor/Customer :

Legal Name :

Alias/DBA :

Vendor Active Status :
Vendor Approval Status :
Customer Active Status :
Customer Approval Status :
Location Name :

First Name :

Middle Name :

Last Name :

Company Name :

Vendor Performance Rating :
EDI Enabled :

First Prev Next Last

Legal Name

SAN CARLOS EMS PROC

Alias/DBA Vendor Active Status

Customer Active Status

Active

SAN CARLOS EMS PROGRAMS Active
Attachments
Search @k
0007122501 Restrict Use by Department :

Miscellaneous Account :

Internal Account :

Third Party Only :

Active A
Third Party Vendor :
Complete rty
. Third Party Customer :
Active v
Inventory Customer :
Complete

Healthcare Provider :

Never Archive :

Restrict VSS Access :

Discontinue - No New Business :

Prevent MA Reference :

SAN CARLOS EMS PROC

PunchOut Enabled :

Re-PunchOut Enabled :
Electronic Order Enabled :
W-9 Received :

W-9 Received Date :

W-8 Received :

W-8 Received Date :

Accepts Credit Cards :

Active From

Explore the sections and tabs for the record on the Vendor/Customer table.

1. Inthe General Info tab, observe the Company Name field value

In the Organization tab, observe the Organization Type field value

-101/01/1980

2
3. Inthe Address section, observe the Address Types that exist for the record
4

Click Home on the Primary Navigation Panel to return to the Home Page
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Modify an Existing Vendor / Customer Record

Section Objectives
In this section, you will:
= Examine the components of the Vendor/Customer Modification document
= Review the data entry requirements for the Vendor/Customer Modification document
= Create a Vendor/Customer Modification document
= Examine the APP interface process for vendor modification

= Research the updates made to the Vendor/Customer and Customer Account Options tables by
the Vendor/Customer Modification document

Section Overview

The Vendor Customer Modification (VCM) based document is used to add to, change, or delete existing
vendor and customer information stored in AFIS. Only one Vendor/Customer can be updated by the
VCM document. This lesson examines the VCM document components and data entry process.

Vendor/Customer Modification (VCM) based documents allow users to modify or add to an existing
vendor or customer record. Changes submitted through a VCM based document only apply to a single
record. Some examples of when a VCM based document should be used include the following:

=  Modifying Organization or Prenote/EFT information — GAO Only

= Adding a new address for an existing Vendor/Customer record

= Modifying an existing address

= Modifying a vendor’s Legal Address or other 1099 information

= Adding 1099 Reporting Information for a new Taxpayer ID number

= Modifying an existing record’s Legal Name or Taxpayer ID Number (TIN)

= Creating an Active vendor when an Active customer already exists, or vice versa
To create or change a Customer Account record, make changes directly in the Customer Account Options
(CACT) page. In the CACT you can:

= Add a new Customer Account record

=  Modify an existing Customer Account record

Like the VCC based documents, the VCM based documents, with the exception of the VCMIV1 are
routed to workflow for approval by the department and by GAO, and they cannot reference or be
referenced by any other document in AFIS. The VCM based documents cannot be copied, nor can they
be modified once the Phase is Final.
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Line Action

Within the VCM based document itself, the information is slightly different from the VCC based
document. On each line, the Line Action drop down menu allows users to choose what type of

action is being done, whether it is modifying or deleting information on a record. There is no Add
action/option.

Lt T E el Location Information ﬂ
Line Action:
Modify
Headquarters: | pejete

Headquarters Legal Name:

Catalog DUNS #:

Catalog Extended DUNS:
Web Address http:!
1098 Indicator:

Taxpayer ID Number: ‘ﬂ‘l

LA
Taxpayer |ID Number Type: I L
TIN Updates All Locations: I L

Franchise Account: [ |

Legal Mame Changed: [ |

The tabs and fields available for data entry on the document depends on what Line Action is selected.
For example, if a new address is being entered, the Line Action is set to New, and the Add New Address
tab is used, while the fields on the Modify Existing Address tab are grayed out.

Note: Customer profiles do not need anything other than a billing address. Vendor profiles are
required to have a payment and ordering address, and a W-9.
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The Vendor Customer Modification (VCM) based document has many components, or sections, that
relay detailed information to the Vendor Customer (VCUST) table. Depending on the type of information
that requires modification, only certain sections may be used. For each section except the Header, users
must click Insert New Line, and select a Line Action that determines how the Vendor/Customer record is
being modified.

Header

The Header section contains fields that allow the user to specify general information that applies to all
sections of the document. The Vendor/Customer that is selected in the General Information tab is the
Vendor/Customer whose information is being modified by the document. The Header section is used to
change the Legal Name associated with the record. The Document Description is a required field and a
key communication area for GAO.

_ﬂ
= List View

e EL GGl Legal Mame Change | Extended Description | Document Information | Rejection Reasons

Vendor/Customer: | VCO00000169 ﬁl

Legal Name: Del-100
Headquarters Code: vC000000169
Del-100

Document Hame:

Record Date: =

Document Description:

Tracking Number:
Prefix:
VS55-Initiated:

Changes Rejected:

Ooo

Never Archive:

Headquarters
The Headquarters section contains fields that allow the user to modify or delete information for the
Headquarters record associated with the Vendor/Customer record.

Note: The headquarters component should only be used when modifying a Tax Identification
Number (TIN).
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Line Action Headquarters Legal Name Catalog DUNS # Web Address http:/
(0]

From 1 te 1 Total: 1 Go to line: I:I Go

List View
NS NuEIT M| Location Information ﬂ
Line Action: I .

Headgquarters:

Headquarters Legal Name:
Catalog DUNS #:

Catalog Extended DUNS:
Web Address hitp:l:

1099 Indicator:

Taxpayer ID Number: *|

o
Taxpayer ID Number Type: I .
TIN Updates All Locations: | .

Franchise Account: [ |

Legal Name Changed: [ |

Vendor/Customer

The Vendor Customer section contains fields that allow the user to modify detailed information on the
Vendor/Customer record, as well as specify various account indicators such as a Miscellaneous Account
option. On the VCM based document, the Miscellaneous Account check box is located on the General
Information tab of the Vendor/Customer section.

Line Action Legal Name Vendor Active Status Customer Active Status
Modify DELL USA LP T

Go to line: Go

From 1 1o 1 Total 1

Line Action: | Modify v
Vendor/Customer: VCO000014001

= List View

LeCOEIS TR GO EIGL N Headquarters | Organization | Disbursement Options || Remittance Advice || Vendor Terms | Accounts Receivable | eMALL | Location Information n

Summary of Approval Medifications | Executive Compensation | Additional Information | Travel

Alias/DBA: Restrict Use by Department:
Location Name: Miscellaneous Account:
Legal Name: DELL USALP Internal Account:
Department: a| Third Party Only:
Unit: & Third Party Vendor:

Third P Customer:
Active From: i arty Customer:

Inventory Customer:
PunchOut Enabled:

Restrict VSS Access: | yes ¥
Re-PunchOut Enabled:

Di i -
Electronic Order Enabled: Mo New

Vendor Performance Rating: Prevent MA Reference:
W9 Received:

W9 Received Date:
W-8 Received:

W-8 Received Date:

Accepts Credit Cards:
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1099 Reporting Information
The 1099 Reporting Information section is used to add to or modify existing taxpayer information for the
Vendor/Customer record.

%’ il il il i l_'i

Line Action Taxpayer |D Name TIN Type 1099 Reportable Name
Yes ﬁ

From 1 to 1 Total: 1 Gotoline:| | Go

Line Action: I .

Vendor/Customer:

[

List View
LULGR SRR GRS Modify Existing Taxpayer | Taxpayer Information | 1099 Backup Withholding | Certification ﬂ

Summary of Approval Modifications

Create Taxpayer ID : New Taxpayer ID Number Type: I .
Re-Enter Taxpayer ID : New Detailed TIN Type: I .

New Taxpayer ID Number:

Master Address

The Master Address section is used to add a new, auto-generated Master Address to the Headquarters
record, or modify an existing Master Address. Once a Line Action is selected, the tabs for adding a new
Master Address or modifying an existing Master Address are used to specify a Master Address code, and
the information is entered on the Address Information tab of the Master Address section. Typically, you
will never add a Master Address as the address type is required for the address to be useful.

Typically, you will never add a Master Address as the address type is required for the address
to be useful. Important: You should never delete an address.

_ — n— —

Line Action Address ID Street 1 Street 2 City State/Province Zip/Postal Code Country

From O to 0 Total: 0

Line Action: I hd

Headquarters:

List View
|

LU ORI N LT Modify Existing Master Address | Address Information | Geographic Designation

Address ID:

Auto-Generate: [ |
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Address Information
The Address Information section is used to add a new address type or modify an existing address for a
Vendor/Customer record. It is also used to add to or modify Contact Information for the record.

Line Action Address|D Address Type Street1 City State/Province Zip/Postal Code Principal Contact Additional Address Info.

From 0 to 0 Total: 0

Line Action: I AT

VendoriCustomer:

Bypass Address Validation: ||

= List View

EUGE UGG CET Modify Existing Address | Address Information | Other Address Information | Prenote/EFT | Remittance Advice ﬂ

Contact Information | Contact Address Information | Geographic Designation

New Address Type: I s New Address Dt £|

Auto-Generate: [ |

Customer Account

The Customer Account section is used only when working with an existing customer account or adding
customer information to an existing vendor record. A new customer account can be added to the record
by selecting a Billing Profile and completing the Customer Account Information tab. An existing
customer account can be modified or deleted by selecting a Billing Profile on the Modify Existing
Customer Account tab and completing the Customer Account Information tab.

Line Action VendoriCustomer Legal Name Billing Profile Dept Unit Billing Type Address 1D
]

From 1 to 1 Total: 1 Go to line: l:l Go

Line Action: I W

Vendor/iCustomer:

List Wiews
Add New Customer Account ILUSAIVESTE THETE G S teee i@ Customer Account Information | Third Party Options ﬂ

Billing Profile: 4

Dept:

Unit:
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Contacts

The Contacts section is used to add a new contact or modify/delete an existing contact for the

Headquarters record.

Line Action Contact ID

From 0 to O Total: O

Line Action: I '

Headquarters:

Contact Name Phone Email

UL T Tl Modify Existing Contact | Contact Information | Address Information

(I

5
b

Contact 1D

Auto-Generate: [ ]

Commodity

The Commodity section is used to add or delete a commodity that is provided by the vendor. This is an

optional component.

From 0 to 0 Total: 0

Line Action: I '

Vendor/Customen:

Line Action Commodity Commeodity Description

Last Solicited Date Last Date Awarded

= List View
Delete Existing Commaodity ﬂ
Commaodity: 4| Default PCard [ ]
Commeodity Code:
Commeodity
Description:
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Certification
The Certification section is used to modify the Vendor/Customer record certification status as active or
inactive and to modify the approval status of the Vendor/Customer.

Note: choose either Vendor, Customer or both if they are both a vendor and a customer.

Legal Name Vendor Active Status Customer Active Status
Inactive Inactive )
From 1 to 1 Total: 1 Go to line: I:I Go

Line Action: Modify

VendoriCustomen:

List View
[of-Yy (1N LG RS R TR Summary of Approval Modifications ﬂ
Vendor Active Status: Ilnacﬁve o Customer Active Status: Ilnacﬁve o

Vendor Approval Status: Ilncumplete W Customer Approval Status: Ilncumplete W
Vendor Reinstatement B Customer Reinstatement B
Date: Date:

On the Vendor Customer Modification document, the individual sections are only used if changes are
required for that section. After selecting a record to modify, users can Insert a New Line on each section
that requires modification. The most common modifications are changes to address, status, and
creation of additional addresses.

Header

General Information

On the General Information tab, the Vendor/Customer field will be populated with the
Vendor/Customer code if the document is created by clicking the Modify Existing Record link at the
bottom of the Vendor/Customer (VCUST) table. Otherwise, select the Vendor/Customer code using the
Pick List. In the Header, General Information tab, the following fields are available:

= Document Name — Enter a name for the document, this field is optional
= Document Description — Enter a clear description of the document, this field is required

= Extended Description — Enter more description if necessary, this field is optional
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[ DGR Bl I Legal Name Change || Extended Description | Document Information | Rejection Reasons

Vendor/Customer: | VC000000169 R A

Legal Name: Del-100
Headquarters Code: wC000000169
Dell-100

Document Name:

Record Date: E=

Document Description:

Tracking Number:
Prefix:
VSS-Initiated:
Changes Rejected:

Never Archive:

o0oC

Legal Name Change

The Legal Name Change tab on the Header is used in combination with the Headquarters section when
modifying either a vendor or a customer name. When modifying a company, the Company Name field is
used. When modifying an individual, any of the fields can be used.

General Information EELERETNEISOELGEE Extended Description | Document Information | Rejection Reasons
Organization Type: ICumpany W

Company Name: Dell-100

First Name:

Middle Name:

Last Name:

Headquarters

General Information

When modifying the name of a vendor or customer, a new line is inserted on the Headquarters section
with a Line Action of Modify, and Load Values selected. This enables the Header Legal Name Change
modification.

General Infonmation Location Information n
Line Action: I -~

Headquarters: wCoo00000169

Headquarters Legal Name: Dell-100
Catalog DUNS #:
Catalog Extended DUNS:
Web Address hitpas:
1099 Indicator:

Taxpayer ID Humber: =i |

Taxpayer ID Number Type: | ~
TIN Updates All Locations: | ~

Franchise Account: [ |
(|

Legal Name Changed:
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Vendor/Customer

General Information

The General Information tab on the Vendor/Customer section is used in combination with the
Authorized Department section when restricting a vendor to use by certain departments. By checking
the Restrict Use by Department check box, the vendor can only be used by departments listed in the
Authorized Department section. Only in very special circumstances will this be used, almost all vendors
should be available for statewide use.

(e s Gl Headguarters || Organization | Disbursement Options || Remittance Advice | Vendor Terms | Accounts Receivable | eMALL | Location Information

Summary of Approval Modifications | Executive Compensation || Additional Information | Trave

Alias/DBA: Restrict Use by Department:
Location Name: Miscellaneous Account:
Legal Name: DELL USALP Internal Account:
Department: £| Third Party Only:
Unit: i | Third Party Vendor:

Third Party Customer:
Active From: /M 55
Inventory Customer:
PunchQut Enabled:
Restrict V55 Access: |yes 7
Re-PunchOQut Enabled:

e N— I
Electronic Order Enabled: e - No New B

Vendor Performance Rating: Prevent MA Reference:

W-9 Received:

W9 Received Date: /|
W-8 Received:

W-8 Received Date: ]
Accepts Credit Cards:

1099 Reporting Information

Modify Existing Taxpayer

When updating the Legal Name for a vendor’s 1099 reporting information, in the 1099 Reporting
Information section, the user first clicks Insert New Line, sets the Line Action to Modify, and then clicks
Load Values. This section should always match the 1099 address section on the latest W9 received.

Add New Taxpayer RAOHITASTENTEERGE @ Taxpayer Information | 1099 Backup Withholding | Certification ﬂ

Summary of Approval Modifications

Existing Taxpayer ID Number: il Existing Taxpayer |D Number Type: I W

Exizting Detailed TIN Type: I W

The Taxpayer ID Number that requires modification is selected on the Modify Existing Taxpayer tab,
before navigating to the Taxpayer Information tab.
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Taxpayer Information
When the Legal Name change is applied to the 1099 Reporting Information and Load Values is selected,
the Taxpayer Information Name field will update.

Add Mew Taxpayer | Modify Existing Taxpayer REROEVERNGGUEIGIE 1099 Backup Withholding | Cerification ﬂ

Summary of Approval Modifications

Name: Last Name:
Names: Name Control:
Address: Chg affects PrevYr: [ |
City: 1099 Backup Withholding I W
Status:
State: |
1099 Reportable:
ZIP Code:
Bypass Address Validation: |:|
Withholding Allowance:
Master Address

The Master Address section is used when modifying either vendor or customer account master addresses.
This will modify all address types for the address ID entered.

Modify Existing Master Address

On the Modify Existing Master Address tab, the user first clicks Insert New Line, sets the Line Action to
Modify, and then clicks Load Values. The Address ID field is used to select the Address that requires
updating before navigating to the Address Information tab within the Master Address section.

Add New Master Address |[AGIVESTR OISR EEWIGEEE Address Information | Geographic Designation ﬂ

Address ID: | AD0DT &

Address Information
The Address Information tab is used to modify the address fields with the correct information for the

Address ID selected on the Modify Existing Master Address tab.
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Add New Master Address | Modify Existing Master Address |EGGHGEIIN GBI Geographic Designation ﬂ

Street 1: 1001 South IH35 County: MAR &
Street2: County Name: Maricopa
City: Round Rock Country Phone Code: 1
State/Province: | TX il Phone: | 512-725-4100
ZipiPostal Code: 73654 Phone Extension:
Country: Usa ﬁl Bypazs Address Validation: |:|
DUNS:
Extended DUNS:
CAGE Code:

Address Information
The Address Information section is used when adding a new address type on the Add New Address tab,
or modifying information associated with an address type through the Modify Existing Address tab.

Modify Existing Address

The user cannot update the physical address on this tab. It is grayed out for the user. The physical address
associated with an ID is updated on the Master Address tab. Here is where you can add a new billing address for
example and associate it with an ID, or update contact information on an existing address type. If the address is no
longer valid, then the user should modify the active to date for the vendor.

Add New Address [IBSDVESTEIMNEGGGETE Address Information | Other Address Information | Prenote/EFT | Remittance Advice ﬂ

Contact Information | Contact Address Information | Geographic Designation

Existing Address Type: IBing W Existing Address ID: ADDD1| ® il

Address Information
The Address Information tab is used to view the address information for the Existing Address ID selected
on the Modify Existing Address tab.
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Add New Address | Modify Existing Address [EEGHIGEERN (BT Other Address Information | Prenote/EFT | Remittance Advice ﬂ

Contact Information | Contact Address Information | Geographic Designation

Street 1@ 1001 South IH35 Country Phone Code:
Street 2: Phone: 512-725-4100
City: Reund Rock Phone Extension:
State/Province: Tx ﬁl County: pMaR ﬁl
Zip/Postal Code: 73654 County Name: Maricopa
DUNS: Country: |54 4|
Extended DUNS:
CAGE Code:

Authorized Dept.

Add New Department

When restricting a vendor to specific departments, on the Add New Department tab, the user first clicks
Insert New Line, and then clicks Load Values. In the Department field, the Pick List is used to select the
department. The Authorized by field can also be completed using the Pick List. This will rarely be used;
almost all of the vendors should be able to be used Statewide.

Line Action: Im ~

Vendor/Customer:
= List View
EOLE VR E i) | Delete Existing Department ﬂ
Department: ﬁl
Authorized By: 4|

Certification

Certification Status

When a vendor or customer record status needs to be changed, the Certification Status tab is used. The
user first clicks Insert New Line and then clicks Load Values. The Active Status and Approval Status fields
for either the vendor or customer account can then be updated to the correct value.

s IRV Summary of Approval Modifications ﬂ
Vendor Active 5tatus: Ilnac.ti\re W Customer Active Status: Ilnacti\re W
Vendor Approval Status: Iln{:umplete W Customer Approval Status: Iln{:umplete W

Vendor Reinstatement B Customer Reinstatement B
Date: Date:
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When a request is received to modify the information on a Vendor/Customer record, the
Vendor/Customer (VCUST) table can be used to locate the record and create the Vendor/Customer
Modification (VCMD1) document by clicking the Modify Existing Record link.

Modify a Vendor / Customer Record

Scenario
The State of Arizona wants to purchase 1000 new laptop computers from the computer
manufacturer, Dell. You know that Dell is already an established vendor in AFIS and requires updates
for new address details. Before creating a delivery order, the vendor’s new address needs to be
added. You will use the VCUST table to locate the record and create a Vendor/Customer Modification
(VCMD1) document to make the necessary updates to the account.
Login to the AFIS Home Page. Navigate to the Vendor/Customer table.
1. IntheJump to field, enter VCUST
2. Click Go. The VCUST table opens. A search popup window opens.

Search for the record that requires updating.

1. Inthe Search window, in the Taxpayer ID Number field, enter 265392xxx, where xxx is your
Student Number

2. Click Ok. The Vendor/Customer table opens with the record displayed

VendoriCustomer

Vendor/Customer Legal Name Alias/DBA Vendor Active Status Customer Active Status

WVCo00000169 Del-100 Active Active
~ VC000000170 Dell Computer-200 Active Active
wCo00000200 Del-200 Inactive Inactive

First Prev Next Last  Aflachments

Save Undo Delete Insert Copy Paste Search % 3
= General Info

Vendor/Customer : wCoo0000170 Restrict Use by Department:
Legal Name : pell Computer-200 Miscellaneous Account: [
Alias/DBA : Internal Account: [
Vendor Active Status :I—V Third Party Only : | [
Vendor Approval Status : complete Third Party Vendor:
Customer Active Status :I—v Third Party Customer : O
Customer Approval Status : complete Inventory Customer: ]
Location Name : Never Archive:

First Name : Restrict VSS Access : l@
Middle Name : Discontinue - No New Business: [
Last Name : Prevent MA Reference :
‘Company Name : pajl Computer-200 PunchOut Enabled : )
Vendor Performance Rating : Re-PunchOut Enabled : O

Navigate to the Address Information section and create a VCMD1 document.
1. Inthe Secondary Navigation Panel, click Address

2. Atthe bottom of the screen, click Add New Address

Top
Modify Existing Record Add New Address
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3. Inthe Create Document window, select the VCMD1 Document on the grid, in the Document
Department Code field, enter xxx, your student number

4. Check the Auto Numbering check box
5. Click Create Document. The VCMD1 document opens

6. Inthe Header, in the Document Description field, enter New Address

= List View

[eT-BEIC IR ELTLM | egal Name Change | Extended Description | Document Information | Rejection Reasons

Vendor/Customer: \/C000000170 2 |

Legal Name: Dell Computer-200
Headquarters Code: \/Cpo0000170
Dell Computer-200

Document Name:

Record Date: /|

Document Description: New Address

Tracking Number:

Enter new address data.
1. Inthe Document Navigation Panel, click Address Information
2. From the New Address Type drop down menu, select Payment

3. Check the Auto-Generate check box

1099 Reporting Information
1042-S Reporting Information
Master Address

From 110 1 Total: 1

Line Action: | ey

Vendor/Customer:

w

Address Information
e Bypass Address Validation: _|
Contacts
Business Type

Service Area — Designal

LULY BRGEIETER Modify Existing Address | Address Informat

Gotoline:| | Go

= List View |

Other Addrese Information ~ Remittance Advice | Contact Information | Contact Addrecs Informatior ﬂ

Commedily -
Authorized Dept I New Address Type: Payment v I

Prevent Spending

New Address ID: g

Auto-Generate:

Certification

4. Click the Address Information tab

Add the new address information.

1. Inthe Street 1 field, enter 155532 E. Railroad Drive

In the Street 2 field, enter Suite 3055

2
3. Inthe City field, enter Dallas

4. Inthe State field, enter or select TX
5. Inthe Zip Code field, enter 99992
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6. From the Country Pick List, select USA

7.  Click Save
Add New Address | Modify Existing Address Other Address Information | Prenote/EFT | Remittance Advice n
Contact Information | Contact Address Information | Geographic Designation
Street 1: | 155532 E. Railroad Drive Country Phone Code: 1
Street 2: | Suite 3055 Phone:
City: | Dallas Phone Extension:
State/Province: TX & County: @
Zip/Postal Code: 99992 County Name:
DUNS: Country: USA @
Extended DUNS:
CAGE Code:

Validate and Submit the document, steps:

1. Click Validate to check for errors. If any errors exist, correct the errors and click Validate again.
If the validation is successful, the following message is displayed in the upper left corner of the
screen: Document validated successfully

2.  Click Submit to submit the document to workflow for approval
3. Click Close

4. Click Home in the Primary Navigation Panel to return to the Home Page

When vendor records are created or updated in APP, an interface document (VCMIV1) is created which
will update the information in the Vendor/Customer (VCUST) table in AFIS. All vendors who are
registered in APP must make all of their changes in APP and not directly in AFIS. The only modifications
to an APP vendor allowed are to activate the Customer side of the profile and to add or update the
billing address information.

Updates made by modification documents can be researched on the Vendor/Customer (VUCST) table and
Customer Account Options (CACT) table.
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Research a Vendor / Customer Record @ /

Scenario
After processing the updates on a customer account record, you want to verify the changes have
been made on the VCUST and CACT tables in AFIS.

Login to the AFIS Home Page. Navigate to the Vendor Customer Table using the Jump To feature.
1. Inthe Jump to field, enter VCUST
2. Click Go. The VCUST table opens. A Search popup window opens

In the Search popup window, search for a vendor record.

1. Inthe Search window, in the Taxpayer ID Number field, enter 265392xxx, where xxx is your
Student Number

2. Click Ok. The Vendor/Customer table displays the record

Vendor/Customer

Vendor/Customer Legal Name  Alias/DBA  Vendor Active Status  Customer Active Status

~ WICOD0004T3ES DELL USA LP Inactive Active
From 1 to 1 of 1 First Prev Mext Last Attachments

Save Undo Delete Insert Copy Pasie Search Bk

= General Info

Vendor/Customer : | wCOo000047863 Restrict Use by Department :
Legal Name : DELL USA LP Mizcellaneous Account :
Alias/DBA : Internal Account :

Vendor Active 5tatus : |pactive - Third Party Only :

Third Party Wendor :

Third Party Customer :
Inventory Customer :
Healthcare Prowvider :

Never Archive :
Resirict V55 Access : yvez ¥

Vendor Approval 5tatus ! [ncomplete
Customer Active Status @ active A
Customer Approval Status : Complete
Location Name :
First Name :
Middle Name :
Last Name :

Dizcontinue - Mo New Business :
Prevent MA Reference :

Company Name : DELL USA LP PunchOut Enabled :
Vendor Performance Rating : Re-PunchOut Enabled :
EDI Enabled : Electronic Order Enabled :

W-8 Received :

W-9 Received Date :

W-8 Received :

W-8 Received Date :

Accepts Credit Cards :
Active From : [1g/16/2018

Active To :

A A A

Last Usage Date : 10162018
Department :

&)
Wit : @
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Explore the sections and tabs for the record on the Vendor/Customer table.
1. Inthe General Info tab, observe the Legal Name and Company Name field values
2. Inthe Address section, observe the Address Types that exist for the record
3. Select the line for the Billing Address Type
4. Observe the Address Information for the record
5.  When you are finished, click Home to return to the Home Page
Navigate to the Customer Account Options table.
1. IntheJump to field, enter CACT

2. Click Go. The Customer Account Options tab opens

Customer Account Options

Customer Name Billing Profile Department Unit Billing Type Address ID
+~ VC0000000003 John Eppinett STO01 RBA ALL Invoice ADO0O01
VC0000000003 John Eppinett STO02 RBA ALL Both ADO001
VC0000000004 Lisa Tate BP03 RGA 5130 Both ADO001
VC0000000004 Lisa Tate STO1 RVA ALL Invoice ADO01
SDAO070444000 AVONDALE ELEMENTARY SCHOOL DISTRICT SDAO2 SDA 1000 Mo Billing Required ADO001

First Prev Next Last

Save Undo Delete Insert Copy Paste Search sk

¥ General Information

Customer : \,c0o00000003 o Bankruptey :
John Eppinett Suppress Billing :
Address ID : a0 O Suppress Past Due Billing :
Billing Profile : [g101 2, Suppress Auto Fin Charge :
System Test _ Dispute :
Department : RBA Dispute Reason :
Unit: ALL Bill Parent : no
Billing Tvpe © |nvoice v Collection Cycle : &
Final Statement : Electronic File Type : v

File Prefix :

Billing Location :

P Third Party

Customer Only

Cptions

P Change Management

Central Statement :
Customer Relations Activity :
Minimum Billing Amount : $0.00

Search for the customer account.
1. Click Search

2. Inthe Search popup window, in the Customer field, enter the data from training data
information

3. Click Ok. The Customer Account Options table displays the record
Review the information for the customer account.
1. Inthe General Information for the record, observe the name that is displayed for the record

2. Click Home in the Primary Navigation Panel to return to the Home Page
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Vendor ACH Data

Section Objectives

In this section, you will:

= |dentify the vendor ACH/EFT data in the Vendor/Customer table

Section Overview

Vendors can provide originally or update GAO with their ACH/EFT data by submitting a paper form to
GAO for data entry on a Vendor/Customer Creation — ACH (VCCE1) document or Vendor/Customer
Modification - EFT (VCME1) document. Only authorized users will be able to use the VCCE1 or VCME1
documents or see the fields that these documents update on the Vendor/Customer (VCUST) table.

On the Vendor/Customer (VCUST) table, for a selected vendor, the Vendor/Customer section
Prenote/EFT tab will display the bank account and routing information used for payments. The Bank
Account number will be masked.

= Prenote/EFT

Generate EFT Payment : EFT Format : CCD Q
ABA Number : (51100015 Q EFT Format Description :
Bank Name : EFT Status: Prenote Requested ¥
Account Type : | Checking ¥ Last Status Change :
Account Number : | 12341234 EFT Status Description :
Routing 1D Number : 1234
Prencte Requested Date : p
Prenote Return Reason : ﬂ Prenote Return Reason Explanation :
Prenote Return Reason Message @
Foreign Correspondent Bank Name : y
Foreign Correspondent Bank Branch Country Code : Foreign Correspondent Bank Identification Number Qualifier :
Account Number Linkage to Provider Identifier : v Foreign Correspondent Bank Identification Number :
Reason for Submission : v

The information in this section can be updated by creating a Vendor/Customer Modification - EFT
(VCME1) document with the fields on the Prenote/EFT tab completed with the information received
from the vendor on the paper form. Only select individuals at GAO have security to use the (VCME1)
document.

General Information | Headquarters | Organization | Disbursement Options WYGEIMGISaM Remittance Advice | Vendor Terms || Accounts Receivable | eMALL ﬂ

Location Information | Summary of Approval Modifications | Executive Compensation | Additional Information | Travel

Generate EFT Payment: EFT Format: | CCD ﬁl
ABA Number: 011000015 ﬁ' EFT Format Description: EFT CCD+
Bank Name: FEDERAL RESERVE BANK EFT Status: IW
Account Type: IWI EFT Status Description:

Account Number: | 12341234
Routing ID Number: | 1234

Prenote Return Reason
Prenote Return Reason: ﬁ. Explanation:

Prenote Return Reason Message:
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Verify ACH / EFT Information

Vendor/Customer Modification documents can be created by selecting the desired record in the
Vendor/Customer (VCUST) table and clicking the Modify Existing Record link. The updates can be tracked
on the VCUST table.

Enter Vendor ACH /EFT Information i[z

Scenario
Apple Inc. has called to ensure that they provided the proper information when their account was
initially established in AFIS. This information was entered on a Vendor/Customer Modification — EFT

(VCME1) document.

Login to the AFIS Home Page. Navigate to the Vendor / Customer Table.
1. Inthe Jump to field, enter VCUST
2. Click Go. The VCUST table opens. A search popup window opens

Search for the record that requires updating.

1. Inthe Search window, in the Taxpayer ID Number field, enter Apple Inc.’s TIN 201234567
2. Click Ok. The Vendor/Customer table opens with the record displayed

Vendor/Customer

Vendor/Customer Legal Name Alias/DBA Vendor Active Status  Customer Active Status

+ APPLE INC. Apple Inc. Active Inactive
APPLE-100 Apple Inc. Inactive Inactive
APPLE-101 Apple Inc. Inactive Inactive
APPLE-200 Apple Inc. Active Active

First Prev MNext Last Aftachments

Search for the Prenote/EFT section in the Vendor/Customer component of the VCUST page.
1. By default, the General Info section of the Vendor/Customer page displays
2. Inthe Secondary Navigation Panel, click Prenote/EFT

3. The Prenote/EFT section is displayed. In the Generate EFT Payment check box, verify that the
check box is checked

4. Inthe ABA Number field, verify that 011000138 is entered
5. Inthe Bank Name field, verify that Bank of America, N.A. is entered
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¥ Prenote/EFT

Generate EFT Payment : EFT Format : él
ABA Number : (11000125 g EFT Format Description :
Bank Name : gANK OF AMERICA. N.£ EFT Status :l v
Account Type : ICnecKing‘ v Last Status Change :
Account Number : EFT Status Description :

Routing ID Number :
Prenote Requested Date :
Prenote Return Reason : é‘ Prenote Return Reason Explanation :
Prenote Return Reason Message :
Foreign Correspondent Bank Name :
Foreign Correspondent Bank Identification Number Qualifier :

Foreign Correspondent Bank Branch Country Code :
Foreign Correspondent Bank Identification Number :

6. Inthe Secondary Navigation Panel, click Close

Note: All Vendors must provide their Account Number to GAO before GAO will provide
additional information to them.
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Resource Section

Electronic Funds
Transfer (EFT)
Primary Navigation
Panel

Record

Reference Table
Secondary Navigation
Panel

Taxpayer ID Number
(TIN)
Vendor/Customer

Vendor/Customer
Code
Vendor/Customer
Creation (VCC)
Document

Vendor/Customer
Modification (VCM)
Document

Vendor/Customer
(VCUST) table

%AF'S — Internal Use Only

The electronic movement of data between banks which results in a fund
transfer between bank accounts.

A menu at the top of the screen that allows quick navigation to specific
pages via Jump to, Home, and Help icons.

Individual entries in tables that contain the related information for the
entry.

Used to store information within the system

A menu that changes depending on what type of page the user is on. The
Home Page includes standard options and access to History and Favorites.
Multi-page tables include menus to navigate through sections of a table.
Documents include menus to navigate through sections and features of a
document.

The number used by the Internal Revenue Service to identify taxpaying
entities.

In AFIS, vendors and customers are established and maintained within the
same Vendor/Customer table (VCUST). A vendor can also be a customer
allowing a user to enter information only one time when a particular contact
is both a vendor (payable) and a customer (receivable).

The unique identifier assigned to the Vendor/Customer.

A document used to add new records to the Vendor/Customer (VCUST)
table, 1099 Reporting Information (1099I) table, and the Customer Account
Options (CACT) table. The VCC based documents (VCCD1, VCCE1 and VCCG1)
that are created in AFIS are routed through workflow for approval. The
vendor records created in APP will integrate to AFIS to create a final VCCIV1
document.

The VCM based document is used to modify or add to an existing vendor or
customer record. This document is used to update Vendor/Customer table
information, Customer Account Options table information, and 1099
Reporting Information table information. The VCM based documents
(VCMD1, VCME1 and VCMG1) that are created in AFIS are routed through
workflow for approval. The vendor records modified in APP will integrate to
AFIS to create a final VCMIV1 document.

The primary repository for vendor and customer information. Records may
be defined for use as a vendor, a customer, or both. Records are added to
this table through a Vendor Customer Creation (VCC) based document and
modified through a Vendor Customer Modification based (VCM) document.
Multiple VCC & VCM documents are available depending on the user
establishing the vendor or customer.
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1099l
ACH
AFIS
BPRO
CACT
CUSTA
DBA
EFT
GAO

RE

TIN
VCCD1
VCCE1
VCCG1
VCCIV1
VCMD1
VCME1
VCMG1
VCMIV1
VCUST

1099 Information table
Automated Clearing House
Arizona Financial Information System
Billing Profile table

Customer Account Options
Customer Account Information
Doing Business As

Electronic Funds Transfer
General Accounting Office
Receivable

Taxpayer ldentification Number

Vendor Customer Creation — Department

Vendor Customer Creation — EFT
Vendor Customer Creation — GAO

Vendor Customer Creation — Arizona Procurement Portal (APP)
Vendor Customer Modification — Department

Vendor Customer Modification — EFT

Vendor Customer Modification — GAO

Vendor Customer Modification — Arizona Procurement Portal (APP)

Vendor Customer Table
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